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MEMORANDUM TOR: Direotor of Cospmniestions
director of Persconnsl
DArector of Tralning
General Counsel
Special Suppert Assistant to DD/S
JHrector of Securitly
Chlef, Audit Staff
Camptroller
Director of logistics
Chief, Hedical Staff
Chief, snagement Staff
Chief, Commereial Staff
Chief, Project Administrative Flamming Staff

SUBJECT t Heports Management

1. Adainistrative and management reports constitute a major poriion of
our ever increasing papervork volume. To what extent can we inerease the valua
of these reports and provide simpler snd mere direci reporting methods? liow
mary of our reports dyplicate other peperwork, or in other wiys are nonsssen=
tial? What do our reporis cost and sre thay werth the expenditure? e do oot
have the suswers for we heve never teken a searching look at ithis problem.

2. I have therefors requested the Chief, Hansgement Staff to coordinate
amrt:ummtmmmmmls area. As sn initial step you are
asked to sarvyy your reporting requirements to determine wherely improvem:nis
can be effected immediately, and te provide the foundztion for & contimuing
prograzm. Enclosurs 1 provides instructions for this survey. Information of
a gemeral pature is contained in enclosures 2 through 6. Additional s
of all snelosures may be obteined from the Hmmgoment Staff, Ixtensio 25X1A

3. & 00/5 Reports Review Panel composed of the Recerds Management
Officer for Reports, Hanagement Staff as Chairman, snd Reperts Management
¢fticers representing Offices and Staffs, will review all recommecndations on
inter-0ffics and imter-staff reports. Recommendations on intra-(ffice anc
intra-Staff reports will be reviewed at the Office Director or Staff Chiet
level. The Mansgement Staff will fellow through on recommendations of the
ID/S Reperts Review Pansl as approved by the Deputy Directer {Support), and
will assist you with the development of improvements resulting from your surveys.

e The tavget date for completing your phase of this survey 1s 7 lovenber,
Recommendations developad within your office during this swrvey will then be
constdered and acted upon, and you will establish procedures for sffective
contimaing control and improvement of reports within your ares. The Chiel,
Management Staff will provide guldsnco in establishing your Heporte Hanago-

m Progrems.
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